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1. Plan s progras personusl snd traimisg setivisies fer i
Iivision persemnel in sscerdance with CIA and Li/P pelisies. This
will insinde sstablistment of & slases workiag relationship with all
[ Jares oporetienal Branshes,[  |:teff Brenches, asd Chiaf's
cmmuzmmumwmcmuma:mw
grams, 83 wull as curvent projects.

ks Prepsre perwcumsl reperts Ve i /P Adain. and te the Per-
sonnel ffice. TPrepare and revise Divisiem 1/:'s, iusluding pro-

joss T/ e

$S. lewelop [ivisiocual orientetion progren, iastrusting subore
dinates in tha tschniques of presestation 40 B6w esploy«es.

é. in seajumetien with the (ffiee of Training and the appre-
priste ssnisr staffs, develop and laplensnt traising pregrems fer
staflf end indigencus perscunel. This sstivily requlres a imowledge
of iivisien needs s»d trsining fagliitiee.

. w=aintsim lisisen with Cover  ivision, Plans, 71, ani advise
Fraoneh Chiefs and ease officsyrs on non~officlial cover probless.
This requires & knowledge of Division nseds and sevar fesilitice.
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9. vaintais lisisen with the Sesurity (ffics on predlwss of
personsl and physiesl security. Kesemmsnd iivision polisics coa-
cerning physissl security and implemant those pelisies.

10. Haimtain personnel, training, snd esver files and records.
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FURCTIONS OF Wi PLESUMGL AKD TRALKING FUBCTIVNE
TENTATIVEAY BaCOONIZ:D AS PROFRRLY FLACAD

1. Xaimtessncs of eurremt information and status of 7/ 's and
Ffosition Inventery Hecerds (normally Forms (¥ Lb ~ in the in-
stanes of %k - & 5*xf" card of ' U design).

2. Coerdination and reviev of the ursonnel 'veluatien “eports.

3. Servicing and support of Career fervice Poard .ctivities by:
s. Froviding sdvenes informatiom ea returning personnssl.

», FProviding swomary informstion on rumbers, graces, detes
of gredes, losstion, ete. of personnsl YWy caresr category.

¢. haintaining comireol and follew-up on the spplication of
training pressribed Yy Career fervice Foard Actions.

4. Freparation and processing of IF-52 and such othar supperting
papers as nay be required to accomplish perseanel actioms
and maintain curreat information on status of sueh sctions.

k. Eriefing of smployses prior to overssss movemsot. (Supplemermal
teo drisfing provided by Cemtral "rocussing.)

S. Corresponding with elements of the .. livisien, headquarters
snd field, 25X1

25X1

6. Providing routine persennel advice and assistance %o ¥. personmel.
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MEMORANDUM FOR: Chief of Administretion, DD/P
REFERENCE : Survey Report of the rmlammmum 25X1

1. The referenced repor: has been reviawed wiith mesders of the organiss-
ticn snd samagement survey tesn and detalled discussions beld with meabers of
the VE Pervonnal snd Treining Section.

2. The following commuts regarding the recommendaticns iz parsgreph 5
are listed belov for your ¢comsideretion along with other comments whieh
relate to other parts of the reporti:

5 8.

It is falt that the functiom of operstiomml security, as it affects
perscxmel problems, should be added to Tud 7. This form of security has &
direct dearing on all headguarters and field persomnel relating to their day
to 4ay operations. Ouidence for employess cu outside contects which might
involve the Agency is & necessary function. Examples of the problems encountered

25X1C4éxe: | | spplications for life insureance, credit refersunces

25X1

25X1

snd sehooling. Considersble time bas been spent by the persomnel and training
[ |om such matters, snd dased on past experience, thev willi continue
to piay an importent part in the daily work load of WE 25X1

5 8
The function of personmel piescement which ithe personsel staff perforss,

besed on an overall knowledge and understanding of the Division's personnel
needs in headguarters and the fisld., his is, of course, perfarmed in con-
Junction with the persomnel plscesent represemtative and the Carver Service
Boards. Based cn inforwel instcrustions received from the DD/P Persomnel

arficer and the Cereer Service Boerds, the placement function will contioue
to be important in the resssigment and replacessnt of overseas personnel.
It should be a responsibility of the division personnel office to advise

branch chiefs on the placemsut and utilizstion of personnel both at head-
quarters and in the field. BSuch advice is based on a knowledge of division
pevsonnel needs aud sssets.

531-*5'&.

Your report recoumends that the proposed T/0 for the perforasnce of
personne]l and training funmctions be limited to no wore than six slots.
Hovever, 1t should be noted that the entire funection and respousibility for
security and cover requires the services of one fuil-time 1 o As
of this time, it is felt that the perscemel sod| ium 25X1
proper place for this respoosidility to de assigoed. Paragreph 3-e of
reference agrees that official and nom-official lisison with ICB and Cover
Division can be performed in WE[ | After full comsideration of the problem,
we are umable to suggest a better place to assign the cover and secwrity
functions. Besed on & year's experience, it is our opinion that the performance
wmmwm:mlcugmummu.
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Therefore, we feel that it is necessary to maintain diviaica folders oa our
p&mli MVw,mmmummmmMﬂlatoa
mmmmﬁ@mwummwmmusxmm@m

material to the Centrel Ferscimel filles.

2e.
While it is realized that the compilation of statisties conserning

u‘mmm , ccnmection, we should like to polnt out

that mesorenis to during the period June July snd 25X1C4A
August ingluded not only the| menticned in the report, but also

32 other memcrands opn traunsfers, resigoations sand replasements.

2 A,

B,
%n | is responsibis for sll appointzentis, resssignments,
recalls, otg. for Tield persomnel, based on the Divisica rotation progreas,

station snd srea desk reccmmendations. Therefore, ss[ [possesses all the 25X1
{nformation congerning cover, perscnsl lesave requirenents, household effects

end dependents, it is feli that this ness of deteil eould be typed directly

byL__lin & PCB travel crder snd routed to Buiget and Fisesl for cbligation

of tunds (a close relstionship 1e maintained beatween for 25X1
Budget and Flscel does not poRsess are "4

s PGB, but they are availadle to the 25X1
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3E,|:|hm¢las gnly Cinanmce matters of comtrect ogemts, and it 1s the
opinion of this Branch thet these cannot be claseéified as persomnel
smiters in the true sense. Strigtly persomel matters are handied by
cese officers. Therefore, it is felt that this point of discussion was
misinterpreted at the tize of the swrvey.

3 e.
The workloed is distributed between toth use the same set 25X1
of files,
| | 25X1A9A
C/ME-Aduin.
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